Setting Rules In Outlook 2007

1) Select the “Tools” Menu
2) Select “Rules and Alerts”

3) Select “New Rule” Rules and Alerts

E-mail Rules | Manage alerts

I_\j*- Mew Rule... Change Rule = 53 Copy... :K Delete | # PunRules Mow... Qptions

Rule {applied in the arder shown) Actions ||
Submitting Completed Form {client-only) }‘&*‘
Club dnnual Report {client-only) P!
Interest Group Annual Report (client-only) }‘{*‘
akpsi e
where my name is in the Toor Cobox (1) {clent-onl) T"
nioreply@westernu, edu I35 |
profilesi@westernu,edu 3 hd

Rule description (click an underlined value to edit):

apply this rule after the message arrives
with Submitting Completed Form in the subject
reply using L\Club Annual ReportiReceived. oft

[T]Enable rules on all RSS Feeds

Ok ] [ Cancel

4) Select “Check Messages When They Arrive” and hit “Next”

Rules Wizard

Start From a template or from a blank rule
Step 1: Select a template
Stay Organized
™} Move messages from someone bo a Folder

L™ Move messages with specific words in the subject ko a Folder

23 Move messages sent ko a distribution list to a Folder

>< Delete a conversation

V Flag messages From someone For Follow-up

__3 Move Micrasoft OFfice InfoPath Forms of a specific tvpe ko a Folder

__3 Move RSS items From a specific RS5 Feed ko a Falder
Stay Up to Date

= Display mail from someone in the Mew Item Alert Window

Wfl Play a sound when I get messages From someone

.IQ Send an alert ko my mobile dewice when I get messages from someone
Start from a blank rule

| Check messages when they arrive

=1 Check messages after sending

Step 2: Edit the rule description {click an underlined walue)

apply this rule after the message arrives

Mexk = ] [ Finish

J




5)

6)

7)

Step 1 - Check “with specific words in the sender’s address
Step 2 — Click on the underlined “specific words”

Rules Wizard

Which condition(s) do vou wank ko checks
Step 1: Select condition(s)

[ with specific words in the subject

[] through the specified account

[ sent anly to me

[] where my name is in the To b

[ marked as importance

[T marked as sensitivity

[] flagged For ackion

[] where my name is in the Co b

[] where my name is in the To ar Cc box

[] where my name is not in the To bos

[] sent to people o distribution lisk

[ with specific wards in the body

[ with specific wards in the subject or bady
[ with specific words in the message header
[ with specific waords in the recipient's address
awith specific words in the sender's address L |
[] assigned to cakeqory categary il

Skep 2: Edit the rule description (click an undetlined walue)

Apply this rule after the message arrives
with specific words in the sendet's address

-

[ from people or distribution list |

Cancel ][ < Back ” Mext = ][ Finish

Enter “club” in the text field to select all email addresses from WesternU clubs OR enter a specific club/other email
address to select emails from only that specific club/other sender — then click “ add” then click OK

Click the “Next” button

r'Searc h Text “

Specify a waord or phrase ko search For in the sender's address;

Search list:

o

Cancel




8) Indicate what you would like to do with the emails selected in the previous step and hit “finish”.

-

Rules Wizard

What do you wank to do with the message?
Step 1: Select actionis)

[ imove it ko the specified Folder o]
[] assign it ko the cakeqory cakegory "l
[] delete i

[] permanently delete it

[ move & copy ko the specified Folder

[] Farward it to people or distribution lisk

[] Farward it to people or distribution lisk a5 an attachment
[] redirect it ko people or diskribukion lisk

[ have server reply using a specific message

[] reply using a specific bemplake

[] Flag message For Follow up at this Hime

[7] clear the Message Flag

[] clear message's cateqaries

[] mark it as importance

[ print it

[ play & sound

[] start application a
[ ] mark it as read hal

Step 2; Edit the rule description {click an underlined walue)

apply this rule after the message arrives
with club in the sender's address

Zancel ] [ < Back. ” Mext = ] [ Finish

Questions? Contact Technical Support

909-469-5432 or techsupport@westernu.edu



mailto:techsupport@westernu.edu

